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STARS

Data mapping: Customer Requisition

To access the Customer subsystem, click the Worksheet icon from the CSTAR desktop,
thiswill display alist of subsysems (fig. 1).
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Figure 1—Worksheet icon — subsystems

Highlight and dlick the Customer subsystem from the lig, thiswill display the Customer
Worksheet (fig. 2).
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Figure 2 — Customer Worksheet



To create anew requidtion, users will click the New button located within the Customer
Wor ksheet thiswill display the New Customer Requisition Screen (fig. 3).
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Figure 3— New Customer Requisition Screen

From the New Customer Requisition Screen, users will ether enter arequisition PIIN
number or accept the default requisition number provided.

Fied Name Field Description
Requigtion Requisition PIIN Number
Number

Field Type: Max 20 dphanumeric

Click the OK button thiswill digolay the Customer Requisition
Administrative portion that includes four tab screens.

The Admin tab will display (fig. 4).
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Figure 4— Customer Requisition Admin Screen
Enter pertinent information in the following corresponding fields.

Be sureto use the <TAB> key to move from fidd to field.



Field Name Field Description

Purchase Type - Requistion — purchase type used for ordering supplies/services that will
be submitted to Procurement.
Credit Card — used for purchases that are paid by credit card.

Field Type: 1 character
S= Smplified C=Credit Card
Requistion Form | Standard form

Field Type: Max 9 characters Integer

Requesting It the “Purchase For” name and address on the Addresses TAB, is sufficient
Office identification for this acquisition, then you may |leave the Requesting Office
blank.

Field Type: Max 15 aphanumeric characters
Project ID Enter a project name or other identification code for this procurement.

Note: The Project field remains available on all line item screens from
requisition through award and modifications.

Field Type: Max 8 aphanumeric characters
POC Name Defaults the name of the person that islogged into CSTARS.

Note: POC Name should be the person that is most familiar with the
requisition. The POC may need to be contacted for questions concerning the
requisition purchase.

Field Type: Max 30 aphanumeric characters
Department All stes do not use thisfield. If this requisition is being initiated by or for a
specific department, section, group, or team you may identify them here.

Field Type: Max 15 alphanumeric characters
POC Telephone | Defaults the telephone number of the person that islogged into CSTARS.

Field Type: Max 20 aphanumeric characters
Ddivery Date Enter the delivery date for items/services being procured.

Note: The Delivery Date entered on the administrative screen of the
requisition, purchaserequest, solicitation, or award, iscopied to each of the
line items as you create them.

Field Type: Daefiedd Format: MM/DD/YYYY
FSC Select from the list of Federal Supply Class Codes.

Field Type: Max 4 alphanumeric characters
Priority Sites may enable/disable and specify the priority level of procurement.

Field Type: Integer 99
Purpose Enter why the supplies are being ordered, or the services being performed.
Field Type: Max 120 alphanumeric characters




When finished, userswill dick the Funding tab, thiswill display the Customer
Requisition Funding Screen (fig. 5).
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Figure 5— Customer Requisition Funding Screen

Enter pertinent information in the following corresponding fields. Be sureto usethe
<TAB> key to move from field to field.

Field Name Field Description 1

| Accountingand | Enter the accounting code

Appropriation
Data Field Type: Max 100 aphanumeric characters
BOC Enter the Budget Object Code.
Field Type: Max 6 alphanumeric characters
Subject to When option is checked, indicates that the funds on this acquisition as * not-
availability to yet-available’.
Funds

Field Type: Logicd fild (YesNo)

Fund Code All sitesmay not use thisfield. However, if there is afund code, name, or
other fund identification code for the procurement or for individual line
items, enter the data here.

Field Type: Max 4 aphanumeric characters
FY Funds Enter the fiscal year that the funds become available.
Avalable

Field Type: Integer 99
FY Funds Expire | Enter the fisca year that the committed funds will expire.

Field Type: Integer 99




Authorized By Enter the name of the supervisor/manager that will approve the funds for the
acquisition.

Field Type: Max 30 aphanumeric characters
Funds Certified Enter the name of the Authorizing Officer that will approve the
By supplies/services.

Note: If the person that certifies the funds is not the same person that
authorizes the funds, then enter the name in thisfield.

Field Type: Max 30 aphanumeric characters

Estimated Enter the estimated value of the requisition.
Amount

Field Type: Decima S>> S>> >>> >>0 .09

When finished, userswill dick the Addresses tab, thiswill display the Customer
Requisition Addresses Screen (fig. 6).
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Figure 6 — Customer Requisition Addresses Screen

All addresses need to be listed in the Address table.

Enter pertinent information in the following corresponding fidlds. Be sure to use the
<TAB> key to move from fidd to fied.

Fied Name Field Description
Purchase For The address of the office that is ordering the supplies or requesting the
services.

Field Type: Addresscode Max 8 alphanumeric characters

Ult Destination All sites do not use ultimate Destination addresses. |f the Deliver To address
isthe fina degtination of the items/services being procured, the Ultimate




Dedtination address is probably not used and may remain blank. However, if
the items and/or services are “ultimately” to be provided to alocation other
than the Ddliver To address, then the Ultimate Destination address will
represent the location to which the items should be forwarded after delivery.

Field Type: Addresscode Max 8 aphanumeric characters

Deliver To The address of where the items will be delivered.

Field Type: Addresscode Max 8 alphanumeric characters
Contracting Default Contracting Office address will display.
Office

Field Type: Addresscode Max 8 aphanumeric characters
Supplemental Enter any additiona information in thisfield (i.e. Loading Dock, Building
Address Number, Room Number).

Field Type: Max 40 aphanumeric characters

When finished, users will dick the Sources tab, thiswill digplay the Customer
Requisition Sources Screen (fig. 7).
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Figure 7— Customer Requisition Sources Screen

Enter pertinent information in the following corresponding fields.




Be sureto use the <TAB> key to move from fied to field.

Field Name Field Description

Suggested If the items being procured on the requisition come from a known source,
Vendor then enter the vendor ID.

Field Type: Max 8 numeric characters

Contract Number | If the items on this procurement may be ordered from a"Loca" requirements
or IDIQ type contract. Enter the contract number without any dashes. This
will dlow the requestor to select line items from previoudly created ddivery
orders.

Note: The Contract Number can either be entered at the Requisition or
Purchase Request level, within the Admin portion of the procurement.

Field Type: Max 40 aphanumeric characters

Ddlivery Order Enter the delivery order number of the "Local" requirements or IDIQ type
contract. Enter the Deliver Order number without any dashes. This will
alow the requestor to select line items from previoudy created ddivery
orders.

Field Type: Max 30 aphanumeric characters

When finished usars will dlick the OK button, thiswill display the Customer Requisition
Summary Screen (fig. 8).
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Figure 8 — Customer Requisition Summary Screen

From the Customer Requisition Summary Screen users will click the Account Summary
hyperlink.



The Account Summary Management Browser will display (fig. 9).
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Figure 9 - Account Summary Browser

To enter anew account entry, users will click the New button from the Account Summary
Management Browser.

The Accounting Code Summary Screen will display (fig. 10).
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Figure 10 - Accounting Code Summary Screen



To search for an accounting code, users will click the magnifying glassicon to the right
of the Account fidd.

The Accounting Search Screen will display (fig. 11).
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Figure 11 - Accounting Search Screen

Highlight a accounting code from the ligt, then click the Select button, which will
automaticaly return users to the Accounting Code Summary Screen displaying the newly
entered account code (fig. 12).
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Figure 12 - Accounting Code Summary Screen

Pressthe <TAB> key twice, which will pogition the cursor within the Default fidd.
Enter the percentage that this accounting code will be funded.

When using multiple accounting codes per lineitem, users will enter the % for this

accounting code. The following example, 50% was entered for the account code (fig.
13).
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Figure 13 - Accounting Code Summary Screen

Click the OK button and users will return to the Account Summary Management Browser
displaying the newly created accounting code (fig. 14).
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Figure 14 - Account Summary Management Browser
Repeat the same steps as listed above when entering additional accounting codes.

Usars will click the New button and sdlect a different account code, enter 50% and click
OK.
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Once users have returned to the Account Summary Management Browser they should
have two separate accounting codes, each with 50% (fig. 15).
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Figure 15 - Account Summary Management Browser

Close the Account Summary Management Browser by clicking the Close button (X)
within the upper right hand corner of the browser.

The Customer Requisition Summary Screen will display the total number of account
codes entered (fig. 16).
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Figure 16 - Customer Requisition Summary Screen



Createnew Lineltems

To creste and/or modify line items, users will click the Line Item hyperlink from the
Customer Requisition Summary Screen.

The Customer Requisition Line Item Management Browser will display (fig. 17).
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Figure 17 — Customer Requisition Line [tem Management Browser

Userswill click the New button, thiswill display the Requisition Line Item Detail Screen
(fig. 18).
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Figure 18— Requisition Line Item Detail Screen.



Be sure to pressthe <TAB> to move from field to field on the screen.

Fidd Name Field Description
Lineltem Y ou may enter 0001, 0002, 0003, etc for CLINS or you may enter 0001AA
Number 0001AB, 0001AC if thisitem isa SUB-CLIN.
Field Type: Max 6 aphanumeric characters
Quantity Enter the quartity required for this item.
Field Type: Decimal ->>>>>> >>0,99
Unit of Issue Enter the unit of issue for thisline item.
Field Type: 2 digit characters
Unit Cost Enter the appropriate unit cost for this item.
Note: Oncetheunit cost isentered, pressthe < TAB> key will automatically
calculate the total cost of the line item.
Field Type: Decima  ->>>>>>>>>>>0,99999
FSC The FSC code defaults from the Administrative portion of the requisition.
Field Type: Max 4 aphanumeric characters
Stock Item Stock Item numbers may be set up for recurring requirement description
Number detail. If astock item number is entered in this field, and the description field
is blank, the Description box will be automatically completed with the Stock
Item description.
Field Type: Need to verify
Header Text Header text is used for text users would like to have print with the line items,

directly above the description enter for that line item. Each line item may
have it's own header text, however, thisfield is most commonly used asthe
exception rather than the rule.

Field Type: 300 alphanumeric characters

Description Text

When the Description radio button is selected, enter the line item description
for the supplies or services being procured.

Field Type: 300 alphanumeric characters

When finished, users will dlick the Accounting tab thiswill digolay the Requisition Line
Item Accounting Screen (fig. 19).
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Figure 19— Requisition Line Item Accounting Screen.

Fied Name Field Description

Fund Code Defaults from the Admin portion of the requisition.
Account Code The Account Code will default from the Admin portion of the requisition, if
entered.

Field Type: Max 100 a phanumeric characters
BOC The Budget Object Code will default from the Admin portion of the
requisition, if entered.

Field Type: 6 aphanumeric characters
Cost/Percent Select elther the Cost or Percent radio option.

Logicd fidd  (Yes/No)

To search for an accounting code, users will dick the magnifying glassto the right of the
Account fidd.

The Accounting Search Screen will display (fig. 20).
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Figure 20— Accounting Search Screen

Userswill scrall through the list and highlight an accounting code, then click the Select

button.

Users will return to the Accounting Search Screen with the accounting code displayed in

the Account fidd (fig. 21).
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Figure 21— Requisition Line Item Accounting Screen

If applicable, sdlect the BOC code by clicking the drop-down arrow next to the BOC fild

(fig. 22).

EHIIE:l
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Figure 22— BOC drop-down

16



Either enter a percentage or cost for thisline item by clicking the Percent or Cost radio

buttons (fig. 23-24).

F'eru:ent:I'IEIEI.EIEI Cost: 5.000.000000 " Cost & iPercent

Figure 23— Percent radio option

Percent: 100,00 I:Dst:IE,DDD.DI]DEIDI] ¥ iCost & Percent

Figure 24— Cost radio option

When finished, userswill dick the Delivery tab, thiswill display the Requisition Line
Item Delivery Screen (fig. 25).

Requisition Line Item

Detaill Accounting  Delivery |Additiona||nfo|

— Shipping |nformation

Delivery Date: [[12/20/2000 FOB Designation: (" (Origin
Iy " Destination
eliver C'-I ;.;‘I " See Schedule
Address Display:

COx MEDICAL CENTER
1423 M. JEFFERSON

MNCIGFIELD MO E5802

Priority: 193

Supplemental Addrezs:

(] Cancel Apply Help

Figure 25 - Requisition Line Item Delivery Screen

Enter pertinent information in the following fields.

Fidd Name
Ddivery Date

Field Description
Defaults from the Admin portion of the requisition. Otherwise, enter the
date that supplies will be delivered or the date that the services will be
performed. Each lineitem may have the same or different Delivery Date.

Field Type: Datefiedld MM/DD/YYYY

Ddiver To

Defaults from the Admin portion of the requisition. Otherwise, enter the
address that the items will be delivered. Each line item may have the
same or different Delivery To.

Field Type: Address Code max. of 8 aphanumeric characters
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Fidd Name Field Description
FOB Designation | Each line item may have the same or different FOB destination. Users
may specify different FOB for each line item.

Field Type: 1 character

Origin=0 Dedtination=D See Schedule=S
Priority Defaults from the Admin portion of the requisition.

Field Type: Integer 99
Supplemental Defaults from the Admin portion of the requisition.
Address

Each line item may have the same or a different supplemental address.

Field Type: Max 40 aphanumeric characters

When finished, userswill dick the Additional Info tab this will digplay the Requisition
Line Item Additional Info Screen (fig. 26).

Requisition Line Item
Detaill Accnuntingl Delivery  Additional Info |
[ Mot to Exceed
[~ Priar vear
— Additional Information
Project ID:I
ok Cancel Apply Help

Figure 26 - Requisition Line Item Additional Info Screen



Enter pertinent information in the following fields.

Fidd Name Field Description
Not Separately Check the box if thisitem is Not Separately Priced.
Priced
Field Type: Logica fidd (Yes/No)

Option Y ear Check the box to designate thisitem as an Option Y ear.

Field Type: Logica fild (YesNo)

Not to Exceed Check box to designate thisitem as Not To Exceed.

Field Type: 1 character
Quantity=Q Unit Cost=U Both=B

Prior Year Check if obligating funds is other than the current year.

year, not the current fiscal year.

Field Type: Logicad fidd  (YesNo)

Note: Thisfield is used when transactions are sent through financial
interfaces. Checking thisfield tells the financial interface that the
obligation or deobligation transaction is for funds from a prior fiscal

Project ID Defaults from the Admin portion of the requisition.

Field Type: Max 8 aphanumeric characters

When finished, userswill dick the OK button and return to the Requisition Line Item
Management Browser (fig. 27).

=] Requisition Line Item Management - HIST-00-1005
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Figure 27 - Requisition Line | tem Management Browser
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Click the Close button (X) within the upper right hand corner of the Requisition Line Item
Management Browser, and return to the Requisition Summary Screen (fig. 28).

[=] Customer Requisition NIST-00-1005 [_ (O] =]
File Tool: Options Forme  Einancial

Blapawney

™ Administration
Dreliver To; COx MEDICAL CEMTER

Delivery Date: 12/30/2000 FSC: none
Authorized By: John Shackelford
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[ Line Items
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Figure 28 - Requisition Summary Screen
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Routing the Requisition for approval

To route the requigition for gpproval, users will click the Route hyperlink from the
Customer Requisition Summary Screen.

The Route List Screen will display (fig. 29).

[=] Route List =] E3

File Toolz Ophons

|Q@x§!2;vzﬁ§%ﬁ! |

Drderl.-’-‘-.ddress To I ISinc:e I.t’-'«t IStatus I;
e

|Enter data or prezs ESC to end. i

Figure 29- Route List Browser

Users may choose from alist of Route Modds, by sdecting ToolsModel from the Route
List Browser (fig. 30).

il [= Route List =]
8N Tools

(G s ] EEZ 'il

Figure 30 - Route List Browser

The Route List Model Screen will display (fig. 31).
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Route List Model ;

Code  Type-Model Name

- HENEY -
- HHHHHH

— EEITHSMODEL

- SANDI

49'5% - BUOTH'S LIST

493 - TONTA

PURCHASES =
000 - REQUISITION
LEQ'S FOR CHNGE - HREUSEL

5Al BEQUIATITION - CLASAROUTE

SAl REQUISITION - GEORGE

HIER BEQUISITION - JEAN

RO DEQUISITION - REQUISITION-DAVE sl
MaN REQUISTION - CROCEER

ROUTE 45'5 - &PMT-W
ROUTE 453 - STSTEMS
BEOUTE 5TL 495 - 5TL .:.j

Select ;

Figure 31 - Route List Model Screen

Sdect aroute lis modd, then click the Select button and return to the Route List
Browser.

Otherwise, to set up anew route ligt, userswill dick the New button from the Route List
Browser (fig. 32).

Enter the 3-digit User ID within the Reviewer's Code field. In addition, enter the order in
which the reviewer will receive the item, aswell as entering the priority of document
being routed.

Specify one of the following radio options:

Approva Required
Carbon Copy

Route List

Reviewer ]

Reviewer's code: illk g_l

Reviewer: Liza Kleback
Title: Trainer/Funactional
Order far receiving document: ﬁ?
Friarity of document being routed;

f* Approval Required & Carbon Copy

oK Cancel Apply Help

Figure 32 - Route List Screen



Click the OK button and usars will return to the Route List Browser.

Repeat the previous steps to add additiona reviewer's (fig. 33).

Feviewer |
Reviewer's code:lbla gl
Reviewer: Cheryl Brace
Title:

Order for receiving document: Iﬁ
Fricrity of document being rauted:
% Approval Bequied € Carbon Copy

0k Cancel Apply Help

Figure 33- RouteList Screen

When finished, userswill click the OK button and return to the Route List Browser that
displays both reviewers (fig. 34).

(=] Route List M= E3
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10 Liza Kleback. I ==
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4

12

Message:

Y[

|Enter data or press ESC o end.

Figure 34 - Route List Browser

To begin the routing process, users will click the Release button from the Route List
Browser, thiswill digplay the atus of the route list as "Review Pending” (fig. 35).
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Figure 35- Route List Browser - Review Pending Status

Close the Route List Browser and users will return to the Customer Requisition Summary
Screen that displays the current status and reviewer's name for this particular record (fig.
36).

(=] Customer Requizition NIST-00-1005 M= E3
File Toolz Options Forms  Financial

BaBEaDRY

[ Administration

Deliver To: CO MEDICAL CEMTER
Delivery Date: 12/30/2000 FSC: none
Authorized By John Shackelford

[ Account Summary
Mumber Codes: 2 Total Amount: $5,000.00

[ Line ltems
Total Humber: 1 Total Amount: $5,000.00
[ Routing
FPending Reviewers: 2 Curnent Beviewer: Liza Kleback since 02/25/2000
Motes

Mo procurement notes. ;I

Figure 36 - Customer Requisition Summary Screen
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Reviewer's In Box

Each reviewer on the route list will receive an e-mail notifying them that an action has
been routed to them for review and may need gpproval.

The reviewer will notice thet their Comprizon.Buy In Box appears full (yelow paper).

In addition, the status bar displays the number of new items, along with atotal number of
items within the Comprizon.Buy In Box (fig. 37).

[=] Comprizon.Buy Desktop =] B3 I

File Desktop Research Reports Admin  Gateways Catalogs  Option:  Help

|User: Lisa Kleback [Inbo item(s): 1 new, 1 total [m2/Fro0 | i

Figure 37 - Comprizon.Buy desktop

From the Comprizon.Buy desktop, the reviewer will open their In Box by dlicking on the
In Box icon on the toolbar.

The Review & Approval Browser will display (fig. 38).

=] Review & Approval [_ O] x|

File Tools Options
E| &2 avehh maa

Mew PRI Feceived]|From |At Type|Feference Mumber

Requisition

L

12

(ST

Figure 38 - Review & Approval Browser



One new item will be listed indicating the originator 3 - digit ID, date, time that the item
was routed, aong with the type of record that was routed (i.e. Requisition, Purchase
Request, Solicitation, Award, Modifications or Project), and the record number.

The reviewer will have the ability to open and review the routed item.

Then the reviewer will either Approve or Disapprove the routed record, by sdecting the
corresponding buttons from the Review & Approval Browser (fig. 39).

Approve Disapprove

=] Review & Approval

File Toolz Options
E & A a vy ?3rard s

MHew|PRI|Received]From |4t Type|Reference Mumber Item -
10[02/25/00|BRA | 3:23pm [App |r'-l|EiT-IIIIII-‘| 005 Fequisition

L

12

Y51

Figure 39 - Review & Approval Browser

Once the requisition has completed the approva process, the requigition will be
submitted and assigned.
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Submitting a Requisition

To submit arequidtion, users will click the Submit Requisition button from the Customer
Requisition Summary Screen (fig. 40).

=] Customer Requisition NIST-00-1005 =] B3

File Toolz Optionz Forme  Financial

[ ciminjst{ S ubrt Reauistion|

Deliver To: COx MEDICAL CEMTER
Delivery Date: 12/30/2000 FSC: none
Authorized By Jobn Shackelford

™ Account Suramary
Mumber Codes: 2 Total Amount; $5,000.00

I Line ltems
Total Humber: 1 T otal Amount: $5,000.00

[ Bouting
Pending Reviewers: 2 Current Reviewer: Liza Kleback since 02/25/2000

Motes

&

Mo procurement notes.

K1

Figure 40 - Customer Requisition Summary Screen
The Submit Requisition Screen will display (fig. 41).
Submit Requisition

Submit 1

FSC: none
Requisition Mo.: WIST-00-1005

Purchaze Request Mo, |[EIEREETI

Frocurement Dept: & Simplfied Acquisition
= Contracts
" Assistance

Azzign To; ;............... gj

0k i Cancel Help

Figure 41 - Submit Requisition Screen

From the Submit Requisition Screen, users will either accept the purchase request
number, or enter in a new number.

Then users will select which subsystem in which the requisition will be submitted:

Smplified Acquistion - used for small purchases <= $100,000.
Contracts - used for large purchases > $100,000.
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Lastly, userswill enter the 3-digit User ID that indicates the person that the requisition
will be assigned to.

When finished, userswill dick the OK button and return to the Customer Requisition
Summary Screen.

Return to the worksheet by dicking the Close button at the upper right hand corner of the
Customer Requisition Summary Screen, thiswill display the status of the requisition as
"Submitted” (fig. 42).

(=] Customer Worksheet [_[O]

File Toolz Dptions

OF | X a2 a v v ih ol B EF

|a11 =]

FrilType|ROD |Project |Requisition |Purchase Request [5tatus |

93 G5-06P-00-CLUC-1001 Unsubmitted ||

99 ol DE-PMT -93-0826 Jnzubmitted

99 12430 MIST-00-2001 Urzubrmitted

93 C G5-06P-00-CLUC-0001 G5-06P-00-CUC-1010 Subritted

MIST-00-1005 MIST-00-1005 | Subrnitted

99 5 03402 o 0E-PMT -93-0831 Hepe0E-PMT -93-0831 Subrnitted
Purchase Type: Becquisitcion Buyer /Contract Spec. LLE - Lisa -
Flehack

PR Btatus: Open-issiogn

WYIEN

Figure 42 - Customer Worksheet
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